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11 BEFORE YOU BEGIN

Ensure you have received all necessary supplies for the sort and send process. A full list of required
supplies can be found on section 5.1.2 of Chapter 21 — Preparing for the post-election period.

1.2 RECEIVING VOTING PLACE SUPPLIES AT YOUR HEADQUARTERS

You will receive voting place (VP) supplies and ballot boxes back at your electorate headquarters
(HQ) during the voting period. These include:

e from voting places open during the advance voting period that have phased counts will return
the ballot box and supplies if they have a phase change

e full special vote ballot boxes and supplies

e completed enrolment forms for scanning

e some VPs and voting teams wil| | .1 ins the advance
voting period

e most VPs open during the advance period will || I 2fter the close of advance
voting on Friday E-1, or if they are only open during the middle weekend of advance voting, on
Saturday E-7 or Sunday E-6

e afewVPs will_; all ordinary votes
issued during the advance voting period must be/eounted in the early count
most voting places open on Election Day will |G
there will be a few Election Day voting places who || GG ;<<

Section 10 in Chapter 22 — Election Pay,and Night)

«  most Mobile Supports (5) will

e for those electorates with supply hubs, all key voting materials must be returned on or before
Sunday E+1.

During the advance voting,périod, as per the electorate’s logistics plan, Electorate Managers (EM),
with support from the/eogistics and Supplies Manager (LS Manager), Voting Place Manager (VPM)

and Mobile Supports'must:
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1.3 KEY TASKS

The sort and send process starts on Sunday E+1 and includes:

e checking that all returned ballot boxes contain the correct voting materials

e scanning all key voting materials into the Election Management System (EMS) as part of
materials tracking, and ensuring all of these materials have the status of ‘returned’

e preparing shared general electorate ballot boxes to be sent back to their home electorates

e completing the initial load of special votes in EMS

e preparing other electorates’ special votes to be sent back to their home electorates

e preparing home general ordinary and home Maori ordinary voting materials for post-election
processing.
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1.4 CHECKLIST

Use this checklist to ensure that you are on track with sort and send activities.

Check all ballot boxes to ensure all key voting materials have been

returned from voting places

Check all Envelopes P5 for questioned votes for your home general and
Maori electorates and pass them to the Dual Votes Process Leader

Photocopy all M10-SUMMARY (Form F) forms to be used by the team
sorting the special votes

Remove all M14-TAKEAWAY and M14-DAILYREP (Form Q) forms from
Envelope P6 or the Voting Place Manager’s folder and set them aside ‘
for return to National Office \

Check the number of special votes returned (per electorate and overall
total) from each VP in your electorate against the relevant M10
SUMMARY (Form F)

Enter M10-SUMMARY (Form F) for VP details into the EMS ‘Initial Load’
screen

For the bags to be couriered, scan the printed ID number on the courier
bag into eShip and create aneShip label
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Scan the eShip tracking number into the EMS ‘Send Votes’ screen using
the hand-held scanner. For those bags being delivered by an electoral
official, scan the ID number on the courier bag into EMS

Dispatch courier bags and shared electorate ballot boxes to other
electorates as per your logistics plan

Receive shared general electorate ballot boxes and scan key voting
materials into EMS

Receive into EMS all special votes for your electorate sent from other
electorates

Send any misdirected votes to the appropriate electorate and update
EMS

Follow up on any votes showing as sent to you in EMS, but not received
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2 RECEIVING MATERIALS AT HQ

2.1 OVERVIEW

Most voting place and Mobile Support materials will have been returned to your HQ by E+1. In rural
electorates, some materials will still be making their journey back to your HQ based on your logistics
plan.

You must check ballot boxes quickly and confirm all materials have been received back by scan%%
voting materials back into the materials tracking module in EMS, before you can return shar
voting materials to their electorates in preparation for other post-election processes. d\

This process has already been addressed in Chapter 15 — Materials Tracking, section ?ﬁeva
sections of that chapter have been repeated here.

2.2 RESOURCES \

You need: K®

handheld barcode scanners and laptop with access to E
ballot boxes from all voting places ?
supplies boxes from VPs, mobile supports and s x ubs (if applicable)

] \Q}

2.3 PROCESS FOR RETURNED MATEFM%@\\

As you progress through the voting p , your HQ will receive back materials. Chapter 15 covers
the process for this during the ad@ period and on Election Night.

This table provides a high-l@verview of the returns process on E+1.

e Scan all materials back into EMS using the materials tracking module
and ensure all materials are accounted for
e Shared voting materials are returned to their home electorate HQ.

-
To and check returned supplies, refer to the relevant process listed below.
Rzturned Reference
From voting . .
From E+1 See section 2.4 of this chapter
places
To other HQs From E+1 See section 2.5 of this chapter
From other HQs From E+1 See section 3.6 of this chapter.
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2.4 RECEIVING MATERIALS INTO EMS ON E+1

During the advance voting period, phased materials may have already been received back into EMS.
Only materials which have NOT been received back into EMS need to be scanned.

You will also need to balance prioritising shared electorates materials, followed by electoral rolls due

to post-election processes.
You will need to scan materials back into EMS in a controlled and systematic way, going:

e voting place by voting place
e Mobile Support by Mobile Support

Use these instructions to receive key voting materials into EMS.

Step | Instructions

1 Get the hand-held scanner and attach it to one of your laptops.

In EMS, check your electorate is selected from the dropdown.

Eleciorate | 04 Botany - |

In EMS, go to Tracking — Receive Materials.

PROPERTIES PEOPLE SUPPLIES FINANCE

Maintain

Materials Tracking
Assign Materials

Defective Materials /:\x

Scan the ballot box label into EMS.

Special Votas

Confirm each box has envelopes P1, P2, P3, P4 and P5 for that electorate.
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Repeat for each voting place. Any key voting materials returned by MS need to be received
back into EMS using the same process as described above.

2.4.1 Checking reports

Once your HQ has completed receiving all voting place and MS materials into EMS, follow these
instructions:

Step | Instructions

1 In EMS, go to Tracking — Material Not Returned to my HQ (CSV). '\

This report will display all materials which still need to be scanned back into :

2 Material Barcoi Electorate Material Type Numbe Current Location Assigned Electorate Tracking NiTN Description AsSignedTo Time Stamp
ED1 BPGO1001 01 Auckland Central Ballot Paper - General 1001 017 Auckland High Court, 01 Auckland Central 17360 Consignment 1 - AV Sup 7 Auckland High Court, 22/08/2022 at 09:24
E01B8PG01051 01 Auckland Central Ballot Paper - General 1051 017 Auckland High Court, 01 Auckland Central 17360 Consignment 1-&Y S @ 017 Auckland High Court, 22/08/2022 at 09:24
E01BPG01101 01 Auckland Central Ballot Paper - General 1101 017 Auckland High Court, 01 Auckland Central 17360 Consignment 0 017 Auckland High Court, 22/08/2022 at 09:24
ED1BPGO1151 01 Auckland Central Ballot Paper - General 1151 017 Auckland High Court, 01 Auckland Central 17360 Consignmen! &2 plies 017 Auckland High Court, 22/08/2022 at 09:24

Filter the CSV report using the ‘Current Location’ column b \ssignee ie, one of your HQ's
voting places or MS. This will display all materials stilky\ eceived back into EMS for the

3 filtered assignee.

Note: this report will list any materials still Ioca\ﬂh another HQ yet to be returned.
*

L N

Find the assignee’s supply boxes whei\ i\materials are located and receive the materials

4
listed in the report back into EMS. \
p m
5 Repeat this for each assignee wit'Mterials listed in the report which still need to be scanned
back into EMS.
O
E Redownload the Mat@ot Returned to my HQ (CSV) report and repeat from step 1 until all
materials have bee ived back into EMS and no materials are listed in the report.

\J'
2.5 RETURNIN&‘ RED ELECTORATE MATERIALS TO THEIR HOME ELECTORATE HQ

been acc for, you will need to return all shared voting materials for general electorates to

-
Once all key ;Q materials have been received back into EMS from your voting places and MS, and
their h@ electorate HQ.

@Qse instructions to return materials to their home electorate HQ.

Step | Instructions
In EMS, go to Tracking — Material List (CSV).

Continued on next page
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Filter the CSV report by the:

e ‘Electorate’ column by another electorate HQ, and
e ‘Current Location’ by your electorate HQ and/or your voting places.

|| Material Barcode| v | Electorate [ Material Type [~ Numbl > Current Location Y] Assigned Electord v | Tracking Not v | TN Descripti | Assigned To ZiTlme Stamp ~ |
| |E0S BPG10251 05 Christchurch CentBallot Paper - Gener 10251 06 Christchurch East 06 Christchurch East 11/08/2022 at 13:44
This will list all materials which need to be returned to their home electorate HQ. (1/

Create a new tracking note with all the shared voting materials (ballot paper pads an@
electoral rolls) (see section 3). Keep each count’s materials in its own ballot box.

Use an empty ballot box to return any electoral rolls and ballot paper pads fi @b shared
electorate, that you did not allocate to a voting place. %

Repeat for each electorate which supplied share@vate materials to your HQ.

Refer to your M40-LOGPLAN on how your electoraf\%is to return shared voting materials across

your region.

Note: all Maori electorate materials (ord@sxllot paper pads and electoral rolls) remain with the
home general electorate HQ and are I&I’ returned.

2.6 RECEIVING MATERIAL'S% ANOTHER HQ

Use these instructions toE ive returned materials from another HQ.

Step | Instructions

\J
Open t@)ackage delivered by another HQ and find the tracking note.

25,

he materials received against the tracking note. Tick the ‘OK’ column as you go and use

the notes column if there are any issues.

In EMS, go to Tracking — Receive Materials.

PROPERTIES PEOPLE SUPPLIES ‘ TRACKING ’ FINANCE

Maintain

1aterials Tracking
Assign Materials

Spacial Votas

em———
Defective Materials
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Scan each item into EMS by clicking into the Material Barcode field and using the handheld

scanner to scan the QR code on the front of each item.

Tieckhg © Maedak Tredbg - Receive Materials

Summary of i (for this

No Allocated IMaterials

S — )

Material Type ‘ Number | Received From

~

, Material Barcode | Electorate l

If an item fails to scan, check you have clicked into the Material Barcode field before'anning

the item. Alternatively, manually type in the QR code (see section 2.6). (-’

Check the Summary of Received Materials field to ensure the number of expécted items from
the package matches. For example, from a package of 50 ballot paper 6®/ou have scanned

50 ballot paper pads. 0\\
&((\

Q
I \(s\\

Click the browser refresh button after compl@each C | package.

Y
chaio
Repeat steps 1-7 for each package SQ rials.
)\ —4

2.6.1 Checking reports @

Once your HQ has completed (c,e\nng a set of returned materials back into EMS from another HQ,

)

follow these instructions

Step | Instructions

1 In EMS, go te Tracking — Material Not Returned to my HQ (CSV).

N/
Fi t@\e CSV report in the ‘Assigned Electorate’ column by the electorate the materials have
ome from. This will identify any materials which still need to be returned by the electorate.

()

n this example, Auckland Central HQ has filtered this report for Botany, a shared electorate
they provided Auckland Central materials to. Ballot paper pad EO1 BPG01001 is still located
at Botany’s HQ and yet to be returned.

Material Barcode | ¥ |Elactorate tarial Type

¥ Ma ~ Number v CurrentLocation o Assigned Electorate T, ingNote®| v TN Dascripticn | v |Assigned To | Time Stamp v
£01 BPGO1001 01 Auckland Central Ballot Paper - General 1001 04 Botany 04 Botany 17/02/2023 at 09:31

If the electorate does not appear in the report, all the materials assigned to the electorate

have been successfully returned and no further actions are required.

Continued on next page
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If the electorate does appear in the report, all the listed materials still need to be returned
and received into EMS, go to step 3.

Check the materials listed in the report are not among the materials returned to your HQ. If

found receive the materials into EMS.

If the other electorate HQ has not returned all the materials, contact the responsible
electorate’s LS Manager and arrange for the materials to be returned.

Redownload the Material Not Returned to my HQ (CSV) report, repeat from step 1. %

y\".)

2.7 SEARCHING FOR ‘MISSING” MATERIALS %

N
Your HQ will be handling large volumes of voting materials and may need to locate rv%)materials.
Refer to section 7.8 of chapter 15 — Materials Tracking on how to view the chain ((u ody record
for a specific material item or view a selection of materials. . O
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3 SENDING AND RECEIVING SPECIAL VOTES

3.1 SORTING SPECIAL VOTES BY ELECTORATE

You need to prepare to send all special vote envelopes taken in your electorate back to their home
electorates. Get the following supplies:

e M75-SORT electorate sheets
* I
Set up your special vote sorting tables as shown:

SV
ND

e one sorting table for envelopes for your home general electorate O
e one sorting table for envelopes for other electorates Y\
e approximately another 10 cardboard tables to hold marker cards and enve@es or each

electorate. . O

Use the M75-SORT sheets to mark every electorate on the cardboard ta ,Qéep the electorates in

numerical order. Allow extra space for your home Maori electorate(s eighbouring electorates.

Special Vote E @on
Suggest

Other electorates
sorting table

Home electorate
sorting table

f\(b

- B |2159) (57 (350 [53) eealealea eale dlealea
18] | B8 (56 54 52 (46] [5)(43) (27 (39 [37] (36] [34] (32
JfEalealkalna’ OT53{7) (780 200 221280 261 280 0
8| |21 (a1 067 (871 Yerf1z] (4] (18] 17) (191 (21 [(23)25) [27] (28] (31]

P o

Example s gellington Central (60)
with neighbouring electon& tt South (17), Ohariu (36) and Rongotai (46)

3.2 CHECK AND CO%@& SPECIAL VOTE ENVELOPES

Your elzctorate special votes

Take the S3 envelope(s) from the special votes box and empty the contents onto the home
electorate sorting table.

Check that all of the special vote envelopes on the home electorate sorting table:

e are for your home general electorate
e have been stamped with an issuing point stamp. Stamp any unstamped envelopes with
an issuing point stamp from that voting place.

Note: The issuing point stamps should be in the special votes ballot box.

Continued on next page
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Count the number of special vote envelopes for your electorate:

Check the count against the M10-SUMMARY.
If the number is different, check that you have all the S3 envelopes for that voting
4 place and that no special vote envelopes for your electorate were put in an S4
envelope by mistake.
e If you can’t account for any differences:
o count the envelopes again until you get two consistent counts
o correct the copy of the M10-SUMMARY. ® rl/

Other electorate special votes

5 Empty the S4 envelope from the ballot box onto the other electorates sorting table.

Cy

AN

Check that all of the special vote envelopes on the other electorates sorti&t le:

6 e are not for your home general electorate .
e have been stamped with an issuing point stamp. Stamp any ur’!@m ed envelopes with
an issuing point stamp from that voting place.

\‘
7 Sort the special vote envelopes into piles by electorate. (\\
o

Carefully count the number of special vote envelQ@br each electorate:

check the count against the M10-SUMM®

if the number is different, check that @\ e all the S4 envelopes for that voting

B place. '\
e if you can’t account for any dif; $6$Q\es:
o count the envelgain until you get two consistent counts
o correctthe M 'l SUMMARY.
Both

Secure each pile of éd special vote envelopes with a rubber band. Put each pile on the
appropriate ele e marker.

ing point stamps, in numerical order in preparation for completion.

L
Take a th&uing point stamps from the special vote ballot box and put them with the
unusszgh

]

\ "4
Vhen you are satisfied that the M10-SUMMARY is correct, give it to the data entry
op erator for entry. See section 3.3.

Note: Deliver the M10-SUMMARY forms progressively to the data entry operator. Do not
wait until you have checked all voting places.

3.3 INITIAL LOAD OF SPECIAL VOTES INTO EMS

The initial load of special votes into EMS is a record of all special votes taken in an electorate for
their own and other electorates. Electorate HQs use this information to know how many special

votes they have to process, and to keep track of where the votes are.
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Note: If you are a Maori Electorate Manager and you receive some of your special votes directly, do
not complete a separate initial load for your Maori electorate special votes received by you directly.

e Include them on the M10-SUMMARY for the care home team for the home general

electorate.
e Enter them into your general electorate’s EMS ‘Initial Load’.

The data entry operator uses these instructions to enter special vote tracking information in EMS.

Instructions
From the menu select Special Votes — Tracking - Initial Load (M10-SUMMARY) \

Step

VOTINGPLACES ~ STAFF  SUPPUES  FINANCE  SPECIAL VOTES

| rocuog SPECIAL VOTES ?S)
=== N
o ¥
>
From the drop-down box, select the voting place or team @-SUMMARY form refers

t

o XO |
\ Select Voting Place \Q‘ A ‘
|

A200 Brooklyn Community Centre, 18 Harrison Strac*. _’;ooklyn é"
A201 Karori Community Centre Youth Centre, %\ 5
A202 Victoria University Hub, Level 1, Ke de, Kelburn
et, Mt Cook

mp Street, Karori

A203 Massey University Pyramid. Wallace

A204 Wellington Central Libra oom, Mezzanine Floor, 65 Victoria Street, Wellington City

A205 Asteron Centre Foye(;&a
_A2NN Waenital © Dact u@-

erston Street, Wellington City

-

‘Aam__ Talan in \Alallinatan Cantral

Continued on next page
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e Selectthe AV or ED radio button corresponding to the M10-Summary.

e Enter the figures from the M10-SUMMARY into the ‘#SDVs’ field for each electorate
the voting place issued special votes for, including your own electorate.
Enter zero for electorates that the voting place did not take special votes for.
Check the totals at the bottom of the screen to ensure they match the total on the
M10-SUMMARY form.

e Once all the data has been correctly entered for that voting place, click - (L

If you make an error in any of the fields, click back into the field and enter the correct c
data. You can correct data up until you complete the ‘send votes’ process (see section Q
3.5).

| S A200 Brockiyn ComMmuNy Contre. 18 Hamison Street. Brookiyn

A ‘successful’ message w@r at the top of your screen under the drop-down box.

31, 23 Short Street, Wellington \

— B S— — ,._l

EO009 Levin Baptist Church,

Repeat steps 2-4 until the M10-SUMMARY forms for every voting place and team have
been entered.

When you have finished entering all M10-SUMMARY forms into EMS, print the ‘Special
Vote by Voting Place report’.

From the menu select Reports — SV Tracking - SV by Voting Place Report (CSV).

14
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RESULTS ENTRY REFERENDUM RESULTS ~ VOTING PLACES ~ STAFF  SUPPLIES FINANCE ~ SPECIAL VOTES TASKS  REPORTS

Admin SPECIAL VOTE TRACKING REPORTS
Supples
SV Sent Report
Equipment
SV Received Report
Resuls
Progress Report
Referenoum
Finance

Accounts Payabe

q

Open the Excel file, which lists your voting places in column A. The row for each vo ings
place will show the number of special votes taken at that voting place for all ot

electorates. ?\

When it first opens, Column A is not wide enough to see the voting pIacQ‘me. To widen
the column, position your cursor between column A and B until yo s pointer:

u {
\
| 2 ag <
Fro ucklang/Central Elector
]Electorate oting Pla« 01 Auck @
0

| A200 AUS/
|A201 AUT 170

AN 1 lern n

Double click and the column will expand to show tiéntents of the column.

\‘/67 | I
X4

Voting Plac01 Auckla 02 B¢

From Auckland Central Electorate
Electorates

A200 AUSA Club Space, The Quad, Auckland University, Auckland City 0 0
01 AUT University Campus, AusM, WC Building, Level 2, Wellesley Sreet, 170 10
patQp House. 30-32 Hobson Street. Auckland City 0 0

Print the report and givew Special Votes Process Leader.

b\
&
3

Chapter 24 — Sort and send 15



3.4 CHECKING SPECIAL VOTES BEFORE SENDING

The Special Votes Process Leader must confirm that the number of special votes for each electorate
matches the ‘Special Vote by Voting Place’ report, before the votes are sent back to their home

electorates. The counts must balance.

Step

Instructions

Count the number of envelopes on the sorting tables one electorate at a time. Record
number on the M75-SORT electorate sheet. Check that the number of envelopes forbag
electorate matches the number recorded on the ‘Special votes by voting place’ report.

The counts must balance. If there are any discrepancies, you need to resolv before
you can send the votes. If you change the numbers, reprint the report and check the
information again. Record the final number on the M75-SORT eIect?rﬁ eet.

-

Once you are certain that the total number of special votes in th ‘S\ort matches the
number of special votes ready to be sent, pack the votes for that electorate into a

I \

e ON
The logistics plan for your electorate will state WW special vote declarations will

be hand delivered to the other electorate by an e rate staff member or will be

couriered using eShip by NZ Post.

For electorates that will receive hand deli%@;ags, write the name of the electorate
and add ‘hand delivered’ onto a blavﬁebe and affix it to the bag. If there is more than

one bag for an electorate, annot label with 1 of 2, 2 of 2 etc. You must uscjjI

I i pack the special votes, even if they are numerous for an electorate.

For electorates that will m@ he special votes to be couriered due to the distance
between electorate H’Elss,‘we a hand-held scanner to enter the pre-printed barcode

number from th nto the reference number field in eShip. The
courier bags mu sent signature required. Print and affix the courier label to the bag.
aN
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(T
119999

Pre-printed barcode on

I  <hown

circled above

R O 390 1 1O 56 * WD 61 T4 123 10N (0= W5 (1] S0 A1 LW 06 WA4 0 e 153 A0 06 H34) G S0 113 130 Dm0 01 S LD L0 960 V34D O S0e 483 0% D3m0 41 S48 (10) 1y 00

<

O

~
Put the special vote your own electorate aside for processing on Monday E+2.
5 Give the couri gs to the data entry operator to scan into EMS, see section 3.5.
AN
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3.5

SENDING SPECIAL VOTES TO OTHER ELECTORATES

Recording the ‘send votes’ data lets every Electorate Manager know how many special votes they

can expect to receive from other electorates.

Step

Instructions
From the menu select Special Votes — Tracking — Send Votes.

A list of the votes you are sending to other electorates will appear on your screen, as well

as how many you have for your own electorate. %

VOTINGPLACES ~ STAFF  SUPPLIES  FINANCE  SPECIAL VOTES

Treckng SPECIAL VOTES O

Inital M10-SUMMARY) ;

(v S
- oS

fa®)
<

N
For bags to be couriered, use a hand-held scanner to ent e‘eShip tracking number from

the label on th_ into EMS. \

For bags that will be hand delivered, scan the nu\e e-printed on the bag. If there is
h

more than one bag for an electorate, separate\ tails of each bag with a ‘ / “ mark.

*
Specalvees 5 Teorg > Send Votes @

01 Auchiand Central

12
03 Boteny 2 8 @ 60 Welington Central initel Loss

Check that all VPs have been entered, all electorate totals balance, and all courier
A inform i@s entered. Then contact National Support Team (NST) to have the
initi sent.

EMS will r@ you to check the number of special votes is exactly what has been
enter@to EMS.

Cli %( if you are certain that the numbers match.

Ifiyou are not certain the numbers match, click Cancel to go back to the Send Votes
screen.

Make sure the number of physical special votes in each courier bag matches the number
that has been entered into EMS. You cannot go back and correct any data after this step.

18
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STOP!!!

HAVE YOU:

1. Checked the totals for each Electorate against the envelopes in the courier bags?

2. Enterad the courier bag tracking numbers into this screen? If ETHER of these has not been done.
select CANCEL! Otherwise select OK to send data to other electorates.
WARNING: You CANNOT MAKE CHANGES after you press OK

Cancel OK

Send, you will get a message that the information has been sent.

Click OK. | Q
ND

If you find an error in the initial load after it has been sent, contact National Office.

o

@ note ‘
Your data has bean sent to the other electcrates. To view what has been sent go to the Sent Report To fx

any errors please contact National Office. Please call National Office for any queries Q

*

oK \

Courier or hand deliver the special votes to the designate{@rate as required by your

Once you click S

electorate’s logistics plan. O

If you try to update the amounts in the ‘Initial L d@gl\l-SUMMARY)’ screen after you

have completed the ‘send votes’ process, you will get this error message. Contact National
*

Office. ; (b
A saverFaiked 58\
O

You have entered invalid data, please try aga@

’\\9 Close
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3.6 RECEIVING YOUR SPECIAL VOTES BACK FROM OTHER ELECTORATES

From Monday E+2, you will start receiving special votes for your electorate that were cast in other
electorates. You need to check that they are for your electorate and ‘receive’ the votes into EMS.
Maori Electorate Managers will enter votes for your Maori electorate separately from your general
electorate in EMS.

You can receive special votes from other electorates at any time until 7pm on Tues E+13.

Step | Instructions

From the menu select Special Votes — Tracking — Received Votes.

You will see the electorates that you will receive special votes from, and how many'‘you
should receive.

VOTING PLACES STAFF SUPPLIES FINANCE SPECIAL VOTES

1 Tracking SPECIAL VOTES

nitial Load (M10-SUMMARY)

Send Votes

Received Votes

Count the number of special vote envelopes from one electorate at a time and enter the
2 exact number of envelopes into the SVs Received field next to the electorate’s name.

sVs Vs
Date & Time Sent Courler 8 Expocted | R Difference Date & Time Received

b 50 Welington Central Not sent yet 4 -

Spaciel Daclaraticn votes In Auckiand Gentral 0 [ 0

Special Declaration votes in other eleciorates 4 0 -4

Tota 4 0 1 -

If there is a difference in the number received, check you:

e counted the envelopes correctly
e entered the votes against the correct electorate
e haven’t left any envelopes in the courier bag or have additional bags to check.
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If the number still doesn’t match, the Special Votes Process Leader must call the sending

Electorate Manager.

Once the data is correct, click Save. This allows both electorates to see the data.

3.7 SPECIAL VOTES RECEIVED IN ERROR

g

If you receive special votes that are not for your electorate, you should still enter the exact am qb
received in EMS. Special votes may be received in error because the name on the envelope h gﬂ
misread, eg, East Coast instead of East Coast Bays, or the electorate written on the envel does
not match the electorate on the declaration inside the envelope, eg, an issuing office is@gs avote
for Hamilton East but writes Hamilton West on the envelope. V

e correct

Any special votes received at your electorate by mistake need to be forwarded

electorate after being recorded into the send votes screen in EMS

Instructions

Step

From the menu select Special Votes — Tracking — Sen

Enter the data for the correct electorate.

Select ‘Sent to wron @ate’ if the electorate name on the envelope is not yours.
Select ‘Envelope ad ed incorrectly’ if the electorate name on the envelope is
yours, but the electorate on the declaration is not.

e Select ‘Additi @oad’ for Special Vote envelopes first received at your electorate
which were hot'included in the initial load.

\\
Repea: fo% other electorate whose special votes you may have received in error.

4
C%@;nd.

/) Forward the envelopes to the correct electorate using the process in section 3.5.
Continued on next page
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If you make an error, click on the rubbish bin icon next to the record you wish to delete.
Re-enter the data if necessary. Double-check all information is correct before hitting Send.

If you need to amend this section after sending, contact NST.

<

——p ¢
A

o)

3.8 SPECIAL VOTE REPORTS \‘

The Special Votes Process Leader should use the special vote trackin@s to make sure you have
received all expected special votes from other electorates and to Q hat votes sent to other
electorates have arrived. ‘\O

e Special votes sent report \Q

e Special votes received report .

e Progress report. . C}%
Acrvin SPECIAL VOTE TRACKING REPORTS &K\

Ne o
eminations v

Oficlel Forms
$V Sent Report

Suopkes
8V Recelved Report
Equipmant
Progress Report
ok : ’\'\Q

Finance

Accounts Payobie K
| SV Tracking t @

Use the ‘Special vote Qt report’ to see the number of special votes that you will be forwarding to

other eIectoraté

- Your electorate will show in the Select Office box.

Select Office: 01 Auckland Central = -

p Click Elﬂ)m@
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A report will appear on your screen showing the following information:
Special Declaration Votes Sent to Electorates from National Office

To Electorate Date and time sent Courier # # sent

Use the ‘Special votes received report’ to see the number of special votes you will receive from
other electorates.

Step | Instructions

From the menu select Reports — SV Tracking — SV Received Report.
A report will appear on your screen showing the following information: C,)\'
Expected Special Declaration Votes Received by Auckland Central Q
From Electorate Date and time sent Courier # #sent #received Q
*
— -
N\

Use the ‘Progress report’ to see the progress of special votes sent to oth%‘ec’corates and special
votes received by your electorate at any day/time.

Step | Instructions

1 From the menu select Reports — SV Tracking — P@ Report.
X
A report will appear on your screen shqw@\gfollowing information:
N\
Reparts > SVTrackng > Progress Report s\
M10 Summ
Electorat Regi Entered | | Initial Load Sent | Total SV To Send/Sent | Total SV Expected/Sent | Total SV Received | Difference
Auckland Central Auckland 0 No 0/0 4/0 0 -4
2 Bay of Plenty Central &WO No 0/0 0/0 0 ]
Botany Auckland f »v 26 No 0/0 0/0 0 0
Christchurch Central So \; 0 44 No 0/0 0/0 0 0
Chrisichurch Eest m‘% 0 32 No 00 12/0 0 -12
Clutha-Southland 0 80 No 00 0/0 [} 0
Coromandel Bentral 0 7 No 0/0 o0 [) 0
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3.9 CHECKING SPECIAL VOTES WERE RECEIVED ON TIME

From Monday E+2, your administrative staff need to check that your special votes were received on
time. If a vote is received late, place it in the folder labelled ‘late’ in Box 1 for the Electorate
Manager to review. Check votes against these timeframes whenever you receive special votes.

Source Definition of ‘received on time’

Assume it was returned on time, ie, 7pm on Election rl/

Day, unless stated otherwise on the envelope é)

e Assume it was returned on time, ie, 7pm
Election Day, unless stated otherwise q{t'he

Voting places or teams in your electorate

Other electorates envelope.
e Must be received at your headqu by 7pm,
Thursday E+13.
Special votes delivered by hand or
) Must be received by 7pm ion Day.
couriered to your HQ o‘\
Must be:

Special votes received in your HQ PO Box e received @ Wednesday E+4 and
° postrrlarjzvn or before Friday E-1.

If your mny of these, contact the National

suppcl? o I

gs\\\

3.10 VOTES RECEIVED LATE AT H%O

)
Any votes that you receive at yo Q&torate headquarters after 7pm on Election Day need to be

Overseas votes

‘received’ in EMS. This includes votes that are:

e delivered by hand urier

e received thro ur PO Box, unless they are post marked on or before E-1 and received by
Wednesda

Step | Instiuctions

Enter the number of envelopes received into the ‘Send Votes’ screen on EMS as ‘Additional
Load’ and send the votes to your own electorate.

Put the special vote envelope(s) in the folder labelled ‘late’ in Special Vote Processing Box 1
for Electorate Manager to review. This is covered in detail in Chapter 28 — Special Votes.
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